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From: Comnnanding Officer, Fleet and Industrial Supply Center. Norfolk
SUBI REPORT AND REVIEW OF THE GOVERNMENTWIDE PURCHASE CARD

Ref:  (a) NAVSUPINST Policy lir SA 97-13 of 01 April 1997
(b NAVSUPINST 4200085 (Series)
{c) NAVSUPINST 4200.82B

Encl: {10 Activity Semu-Annual Internal Review Guidance

1. In our continuing effort to assist vou in implementing your Purchase Card Program, |
am writing to discuss vour semi-annual reviews and report requirements.

2. Reference (ap reguires that an internal review of the Purchase Card Program be
conducted on a semi-annual basis by the Agency Program Coordinster (APC) or
desipnee. This review shouid be conducted within six months after start of the program
and should ensure that internal controls, local operating procedures and Naval Supply
Systems Command (NAVSUP) guidance as set forth in reference (b} are being followed.
Enclosure {17 provides the minimum elements to be examined during the review.

3. The resuits of the review should be documented in a wntten report addressing each
element of enciosure (1), Additionally, the following information should accompany
VOUT TEPOIT!

a. current Internal Operating Procedures (ICOF)

b. identification of specific problem areas and corrective actions taken;

c. any administrative or disciplinary action taken due to non-compiiance with the G5A
contract, vour [OP, or Navy Policy;

d. the total number of cardholders and Approving Officials (AOs);

g, copies of applicable semi-annual internal reviews;

f. mumber of cardholders and AOs reviewed;

g. the number and doliar value of transactions during the reporting penod.

4, In accordance with reference (¢}, the FAS Tean will conduct a desk audit to as5ess
your program. Plezse submit your initial report to the FAS Team within 30 calendar days
after completion of vour first internal semi-annual review. After a review of vour report,
the FAS Team will assign a rating of “Acceptable” or make a determination that an on-
sile visit may be necessary. Thereadfter, reports should be submitted annually within 30
calendar davs of the anmversary of implementaten of your program.
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5. If vou have any questions or need any procurcment assistance please feel free o
contact us. My point of contact 15 Marty Harrell on (757) 443-2064 or DEN 046-20064.
Chur Fax number 15 (757) 4432067 or DEN 646-20467.

) L

o, L. ELLEN
By direction

Distribution:

FASOTRAGRULANT NORFOLK VA

TRICP PM DAM NECK VA

NAVOPTHALSUPPTRACT YORETOWN VA

COMCARGRU EIGHT

COMNAVELSEF WILLIAMSBURG VA

COMNAVDOCCOM NOEFOLE

COM SECOND NCE LITTLE CREEK VA

COMCRUDESGRU EIGHT

COMSECONDFLT NORFOLE

MAVAIRES NORFOLE VA

SUUBTORPFAC YORETOWMN WA

NMCE TWO THREE ARLINGTON VA

CBU FOUR TWO THREE LITTLE CREEK

CARAEWRON SEVEN EIGHT NORFOLE

PRESINSURY NORFOLK VA

NAVAUDEVCAP ARLINGTON VA

CHNAVPERS WASHINGTON O

H COMNANVSECGRUCOM FT GEORGE G MEADE MD

MAVCDETCEN ARLINGTOMN VA

HEONORFOLE VA

FLTIMAGCOMLANT NORFOLE VA

- NAVEUPSYSCOMDETFLTHOSPROOFF FT DETRICE MD
CBU FOUR ONE ONE NORFOLE VA

COMTACGREU TWO NORFOLKE VA

FLTINFOWARCEMN NORFOLE Va

MOOTEA QUANTICO VA

MDSTU TWO NOEFOLE VA

HELSUPPRON TWO NORFOLE VA

ASDSFIT ANNAPOLIS MD

COMAEWWINGLANT MORFOLE VA

EQDTEUTWO FT STORY VA

CARAEWRON ONE TWO THREE NORFOLK VA
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CBU FOUR ZERO THREE ANNAPOLIS MD
FITWINGLANT VIRGINIA BEACH VA

CHAP RES BOARD NORFOLK

CARAEWRON ONE TWO FIVE NORFOLK
WAVLEGSVCOFE WASHINGTON DC
FLTIMAGUENLANT OCEAMNA VA
COMNAVCOMTELCOM WASHINGTOMN DO
AFDL 51X NORFOLE VA

FLELOGSUPPRON FOUR ZERC NORFOLE VA
NAVAIRTERM NORFOLE VA

HEO WASHINGTON DC

CARAEWRON ONE TWO ONE NORFOLK VA
MEASOPCONCEN NORFOLE VA

FITRON ELEVEN NORFOLK VA

FITRON THEEE ONE NORFOLKE VA

FITRON TWO ONE THREE NORFOLE VA
FITRON ONE ZERC THEEE VIRGINIA BEACH VA
[BC SUFFOLE VA

HELSUPPRON EIGHT NORFOLX VA

FITRON TWO MORFOLE VA

FCDIT LITTLE CREER VA

FITRON THREE TWO VIRGINIA BEACH VA
NAV RES PER MAN PERS-9 WASHINGTON DO
COMCRUDESGRU TWO NORFOLE VA
FITRON FOURTEEN VIRGIMNIA BEACH VA
CARAEWRON ONE TWO FOUR NORFOLK VA
NAVMATDATASYSGRU MORGANTOWN W
CARAEWRON ONE TWO SIX NORFOLI VA
HELSUPPRON 5IX NORFOLE VA
CINCLANTFELT (CMAT) NORFOLE VA
FITRONW ONE HUNDEED ONE VIRGINIA BEACH VA
MICFACLANT NORFOLK VA
NAVEDTRAMET NORFOLK VA

FITRON ONE ZERO TWO VIRGINIA BEACH VA
HRESC CAPITAL WASHINGTON DC
LANTORDCOM YORKTOWN VA

BUPERS DET DAPMA NORFOLE VA



ACTIVITY SEMIEANNUAL INTERNAL REVIEW GUIDANCE
The activity's semi-annual review shall address the overall purchase card process including the funcricns
and responsibilities of the Cardholder, Approving Official (AQ), and Agency Program coordinator EAPC).

A a bt the review shiall ansgre:

& levggoal Operating Procedores are o comphance with the General Seevices Adminismanan (L)
comtzact, NAYVSUPINST 4200.83C and appiicable regulitory muidance.

i Cardholders and AOs have sanisfied e NAVSUPINST 4200850 formal traiming requuremsnts amud
received waining on mtemal operatng procedures,

¢, Cardnolders were properky delesated awthority in writing, and the letter o7 SE 14062 220 {oth single
purchase lmiysh, billing evele purchase limins) and ranszction method{s ),

d.  Action is being taken 10 ensure cardlolders are not exceeding purchase iimits established n ther beer
0F Warrans.

g, Purchase cords are bewg used in accordomee with MAVIUPINET 4200850 and appropriate action 3

bewsg wken when sswse of the card 12 1densfied.

£ Procedures are in place within the activiry 10 ensure separation of functions, receipt, inspaction and
aceeptance and that cardhelders are followime presenbed procedores

g The cardiolder or other responsible individual is screening reguisition for mandatory souzees. When
mitndatary sources aoe not used, Oles are properly documented,

h. special approvals are being obiained as idennfied in NAVSUPINET 4200830

. Procedures arc in place 1o ensure adequate and proper funding is provided for each purchase o not bulk
funded.

i- Thereis no evidence of spliting requirements to circumyvent dollar thresholds.

k. Documentation i purchase card transaction files includes the requisition, (if not bulk funded). requined
approvals, evidence of screening, record of award and evidence of receipt, mspeeton and agesplance.

. Carcdholders are rotating business sources.
m. Cardhalder saatemenes ase seconciled in g tmely manner, Cardholders and AOs are processing wwoics
staements within the required rimefiames, Steps are being aken w resolve questions promptly 1n order o

avold disputes, and procedueres are m place to montor delinguencies,

n The A s reviewing monthly statements of 2il cardhalders and venifving thal purchiades are necessary
and 1 accordanee with regulations, instnactions and procedires,

o, The AP and THapoges Oce review disputed apsaotion staus repents and ensweee tmely and
ppproprte procedsres are being followed,

po The APC and the A review involoe status reports and address delinguent invoices, ensunng
ongtanding ss0es are resolved and proper action is mken to pay late invoizes.

9. [fapphicable. procedures are in place 1o review Leners of Agreement {LOA) and orders azamst LOAs

r.  [fapplicable. procedures are in place for use of the Purchase Card us a Payment Method,

ENCLOSURE(: )



